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OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTORY
_ RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signad original to

Department of Archives and HIS}OI'Y, Records Management Division, 330 Capitol Avenue, Atlanta, Georgm 30334
Attentmn Scheduhng Section.

APPLICATION FOR RECORDS RETENTION SCHEDULE
8507/8-1%
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Fon AGENCYUSE | 1. Agency Addrass ‘L “ ' _fgggsconos “A"AGEMENT USE '
Application Date Office of Camptroller General - Ins Dept App“cft"‘" Number 8 5 6 6

Agents Licensing Division
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Application Number | Camputer Operations [Date Recaived ompleted

Fm. 616, West Tower, Floyd Bldg. Dets Comp 858

. ' 91
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2. Person to Contact Working Tltle Telephona Number
Debbie RJ.chardson Gorrputer Operatlons Supemsor 656-2100

.

3. Action Requested : S
a. [ Estabusn Retantion Schedule; record wiil oontmuo to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

| __¢._ O Amend Application No. b . Check One: [] Change; [ Supercede; O Void - L
4. Dates of Series 5. Records Series Title (followed by title used in office; if different] - : '

Earliest Latest - Agents Accepted/Not Accepted for Certificate of Authority Pcwers -
July 1983 | To Date from Annual Renewal Listings

6. Division and Offnoe Functlon "~ Whatis the functlon of the Dmsaon and the Office in whtch this record series is created?

The Agents Llce.nsmg Division is reSponsz.ble for the legal llcensmg of agents, oounselors,
brokers and adjusters for all classes of insurance by strlct enforcement of the
qualification reqmranents for all appllcants

The Camputer Operations Sectlon is responsible for batching and processing first-time
license applications, renewals, certificate of authority request and annual listings,
re-examination permits, permit renewals, bad checks, redeposits and refunds and
balancing such with the Fiscal Department. The section also processes all insurance
examinations and issues and prints licenses, failure notices, permits and letters of
certification/clearance letters to agents applying for licenses in other states.
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7. Fltcord Series Deidr]ption Thus file contains the following documents (include form numbers and t.-t/es i any}“mm_ ]
Attach samples of the file.
Documents relating to: the acceptance/or denial of certificate of authority annual

renewal appointments for individual insurance campanies.

Included are: Annual Computer Printouts of agents renewed or not accepted

for Certificate of Authority Powers (GCAOO30 - R1

Fnle is arranged numer:.cally by axrgputer prlntout book nurbers
8. Monthly Rﬁerenca Rate How often are records referred to whuch are:

One to six monthsold — 20 __ _: Seven to twelve months otd _10 10 . —: Thirtgen to twenty-four months oid -
twenty -five months and older ? :

9. Annusl Rate of Accumulation of g,.,;,;a';“ e e SR e

Z Sﬁelves _6 en -.; Other (specify) ——. ... . .

“Letter-size drawers . ... _.; Legal-size drawers ___
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If not. where is it? _ S : - et v ]
X b. Doaes the series contain confidential mformation requiring security handlmg? If yes, cite law or regulation.

X . Is this a vital record? e S
- X { d Does this series have hlstggmi or Iong term research v value? o A ,h e
X | e. When one or two documents in the file. make it necessary to keep the antire file for a long penod could these
B S | _documents be scheduled separatelv? e g e — i e ]
— X [ _t. Isthe information contained in this series ever published? If ves.attachcoov. | _ e |
5{ g. Is the information contained in this series ever analyzed andlor recorded in a summarlzed report?
SR __lumammmm__ e e , e U
. Is there a duplication of thls sgries in vour offlce or in another offica or agency? .
X
S N . "_Jf ves. where? _ R VI T
X_|_-i._1s this series {ar a.maior portion of it) reaularly microfilmed? -~ . T
b X || _i_ Does the record series result in a comouter printout? . U
11. Retention Requiremants The following requ;res the series to be kept:
a. State Law 0 years. d. Audit peried 1 . _years. |
b. Statute of limitation — 2 * _ years. e. Administrative need —_ 3 _.years.
c. Federal law . - Years, f. Federal retention instructions .0 __ years. r

[ 12. Aporoved’ DlSpOSIthI\ Instructions  This agency recommends that the file series be cut off at the end of each:

* See attached sheet
Attach copy or excerpt of faws or regulations. Explain administrative need.
Information is needed to verify receipt of payments, and for reference in the event a certlflaate
is not renewed in one year, but renewal is requested in a subsequent year. Also used in the
event legal action is initiated agalnst agents who have not acqulred the proper licenses or
certificates of authorlty.
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O Calendar Yea_r: Kl Fiscal Year; O Other ... . . .. _.__then,

X Hold in the current files area ___ §._._month(s) e ... year(s); then
O Transfer to local holding area, hold .. _,_yeaf(s) then

X Transfer to State Records Canter hold —2 12 year(s) then

X Destroy. :

Q Transfer to State Archives for permanent retention.

O Other ,(Specify)l

These instructions apply to all prior and future accumulations of the series.
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ency Head/Desianss (Signature) | " Date

|7'/5’ 5 [

Stata Raeords Commlttqe_ !S:gnamre}

Recommendations in para-
graph 12 are approved. State Audltor/Destgnae l

_— mpmn o an i

(If disspproved, attach letter
of explanation.) _Sacretary of State/Designes

Attornav Genera!/Demgnee ]
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Addition to item 1lb. ’ . '
' ' . ‘f

These files can be used in the event a person is charged with selling insurance

without the proper licenses or authority." The charge, according to 0.C.G.A.

33-5-3, would be a misdemeanor. According to O. C. G. A. 17-3-1, the statute

of limitation on a misdemeanor is two years.

(The above alterafion to the schedule was made'by Harmon Smith and Charles
Saxon based on authority granted to Harmon Smitl by the Comptroller General's
records officer Mickey Anderson in a telephone conversation July 30, 1985.)
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